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Chief, Stock Hansgement and Cntaloging Branch { 5 ¥ay 1961
Chief, Supply Division, Office of logistices ;

Y
Chlef, Records Management Stsff ﬂ‘ X

Il }

AMding File Polders to Stock Cotelog

1. I'd 1like to thank your office for your commente of
3 Mexrch 1961 proposing changes’ Stendsrdization
and Use of FPlling Rouipment snd Supplies. I understsnd your
Propogals o be;

n. Btock maltiple cut legsl size folders.
b. Stock presaboerd folders with sngular celluloid tabs.

2. Unfortunately, the initisl cost of fils Ffolders which you
sention i3 not the main considerstion. We find some iiems with
low initial costs to be too expersive in use snd some exzensive
items that prove to be s real economy throughout their useful life.
This is especially true in files operetions. Waste of supplies
=nd personmel time sre very important factors. Inefflicient file
oper=tions is even » more-important consideration.

3. On the mltiple cut folders you mention, we are told by
the ¥atiomsl Archives and Records Service that Yyears ago 1t was
consldered efficient to have folder ladbels tig~zag back and forth
across the file drawer. The min concern was a label not hidden
by another folder. Unfortunately search time is increased not
decreased in such files and the zig-zsg is soon dlstorted as folders
are added within sn sctive growing file. Refiling of folders takes
moreg time. The Hoover Commission and the Nationnl Archives and
Records Service heve surveyed this problem and concluded the
miltiple cut folders cost the Govermment much more than do the
squsre cut folders and our Agesney stunfardized its folder supplies
brsed on those findings.

L. We have discoursged sll use of pressboard folders unless
conplate justification is received explaining 2 speclel and wmsuel
need. The hendbook details how thie is to be done 2nd how the office
Records Officer is to study the nwed before approving much spacial
requeets. For efficient office files the file mast be broken
anmally, separated, and vetired or destroyed. rPressbosrd folders
are several timms more costly then Xraft folders and the heavy
folder tempis offices %o neglect smmual file separations. This in
tumboosts supply costs while lessening office efficiency. The
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cellolold ¢ab you mention has the added dissdvantape of brecking
and scon Deing as dengerous a8 several raszor blades standing on
afge in the file. This cellolold tab alsc requires a spacial
insert for the 4tab rather than the one tad now stondard. Ve

have wrged many offices to stop using these folders and hope some-
fay to convince those few offices who have not yot reslized the
nédad cost pat on the Agency by thalr contimued use.

3. ‘The pere sxistence of speclalty type filing suppiies in
the (BA Catalog is no endorsement nor encoursgerent for thelr
universal use. Ve will contlmie to discoursge their use and
educnte responsible officials and files personmel of.  their dis-
s@vantages. I hope you will halp us and the Agency in this effort.
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